APPLICATION FOR RECORDS RETENTION SCHEDULE Do T O ARCHIVES AND TNSTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RBM-1 for instructions on completing this ‘forrn"' Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address - FOR RECORDS MANAGEMENT USE
Application Date ] Department of Education Apptication Number
Office of Administrative Services 8 - "2
Public Information & Publications Div. :
Application Number Atlanta GA Date i}ecewed Date Completed
UAN 8 1082 |FEB 1 1982
2. Person to Contact Working Title Telephone Number
Anne S. Raymond - , Director 656-2476

3. Action Requested

a. [ Establish Retention Schedule; record will continue 1o accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No. Check One: 1 Change; [ Supercede: [0 Void
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest

1971 | Present Education News Clipping Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created? '

The Public Information and Publications Division is responsible for promoting
public understanding of and support for public education; for informing the

- public and profession of current news of public education through printed materials
and audio-visual productions; for helping develop good school-community relations;
for providing consultative sérvices to department staff and local education agencies .

and for formulating speeches for the State Superintendent, members of the legislature
and other key public officials.

7. Record Series Description This file contains the foﬂow:ng documents finclude form numbers and titles, if any):
- Attach samples of the file.

Documents relating to: compiling news information on Georgia education through suhscription

to a news clipping service,.

Incl udeﬂ are:

newspaper clippings from news clipping services, with attached source data,
with occasional radio/TV editorials.
Fite i : . ) '
ite is arranged chronologically by calendar year; thereunder by month.
o - s
8. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold ___ _; Seven totwelvemonthsold . ; Thirteen to twenty-four months old ;
twenty-five months and older ?
9. Anriual Rate of Accumutation of Records
Lettersizedrawers .. ;legalzizedrawers . ;Shelves _______; Other {specify)

| AR-SD-71; Rmev.76  _ N )




YES | NO | 10. Questionnaire  (Place an X" in the proper column}

a. Is this the official copy of the series?
X I not, where js it?

X b. Does the series contain confidential information requiring security handling? i ves, slte law or regulation.

X c. Is this a vital record?

X d. Does this series have historical or long term research value?

NA | ¢ When one or two documents in the file make it necessary to keep the entire file for a long period, could these
Q:Qu_r_ns_n_be;zmg_garatelv?

f. s the infor in this seri r publi 7 Ify ch copy,

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
if ves, attach copy,

ﬁ h. Is there a duplication of this s.eri in another office or agency? ves

if ves. where? for archival storage when budget permits.

X i._1s this series for 2 major portion of it} regularly microfiimed?
X i. Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. Sate Law years, d. Audit period years.
b. Statute of limitation years. ¢. Administrative need i years,
c. Federal law years. . Federal retention instructions years.

Attach copy or excert of laws or regulations. Explain administrative need,

-

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
. ® Calendar Year: O Fiscal Year; [0 Other then,

O Hold in the current filesarea ________month{s) _________ year{s); then

3 Transfer to local holding area;hold ____. .. year(s); then

O Transfer to State Records Center; hold __________vyear(s}; then

O Destroy.

O Transfer to State Archives for permanent retention.

Other [Specify) )
Copy: hold in current files area 2 years, then transfer to State Archives for
’ permanent retention.

Original (News clippings): destro% after reproducing original news clippings and
attach®source data.

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee (Signature) Date . 1 Records Management Officer (Signature) Date
7
/ 4 4 State Records Committes fS:gnauIre) Date
Recommendations in para- ”~1
graph 12 are approved. State Auditor/Designee /’ 7/ 2-f1

(If disapproved, attach letter 7 _ , _
of explanation.) seae%mefoesigm ' arrell 7"/‘«_—2_ [-1/-82

Attorney General/Designee — Y=L % X
AR-50-71; Rev.76 “(Reverss Side




